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MEMORANDUM TO: ALL ADMINISTRATIVE OFFICERS AND TTITE A'D ATTENDANCE CLERKS

SUBJECT ;- Preparation of Forms 1130, Time snd Attendance Rebort,
and Related Data .

TFERENCE : Administrative Instruotidn[::::::::]"Time, Leave and Pay"osx1A

l. Tt seems appropriate to request that personnel for whom you
maintain Time and Attendance Reports be advised to refer their guestions
to you first for answer. This will eliminate, to a large extent, some
of the many routine calls to the Pay Roll Division, Fiscal Branch. If"
possible, it is desired that you answer the employee's question, based
A on the general information that has besen furnished you; however, if you
are not certain of the correct answer, and desire to contact the Pay
Roll Division for clarification, this memorandum is in no way to be
interpreted as an objection to your calling that Division for assistance
in obtaining the appropriate answer for the cmployas.

2. Leave trangscripts from other agenciecs do not always reach this
office as rapidly as theoy should. Until such time as a transcript is
received in the Pay Roll Division, the leave records reflect only the
amount of lazave 8 the c¢mployce's crodit since his date of ontrance
on duty with this organization. In order not to inconvznience the
employee, and becausoe of insufficiont time to trace the leavs transcript,
up to ten actuul working days of sick and/br annual leoave will be honored
for those employess in whose cnsos it has been established that leave is
to be transforroed from another agency. In such casss, a statement, in
writing, must be submitted by tho omployae attaesting that ho has a
—ry sufficient amount of loave availabls and the name of the Government
’ agency, with nddress, from which the Llaave will be transferred. Such
statements must bs approved by branch or office chief's, or their
designated représontntlvas, and attached to the rorm L1130, Timé and
Attendance Report, on which the lecave 1s reported.

3. Your attontion is invited to the necsssity of cooperating in
mesating the deadline for the receipt of the Forms 1130, Time und
Attandunce Report. It is mandatory thut all reports be prepared with
the utmost precaution and delivsred by hwadd to Room 207, Central
Building, to insure their arrival in the Pay Roll Division for audit
not later than 4:00 P.M. on ths londay following the close of ths
roporting period. Upon roecaipt of n written request, speclal arrange=-
ments to oxtond the deadline dute will be made for thoso offices
located o considerable distunce from Washington, D.C.
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4, TFor cmployoos, departing for overssas assignmonts, Form 1130 shall
bo forwarded to the Pay Roll Division not later than 4:00 P, M. on the day
following the departurc of tho individual, with o notation thercon showing
dnte and time that the employee departeds

5. Regulations require that Forms 1130 be posted daily. Experience
has rovenlsd it 1s ndvisubie to propars tho Forms 1130, for sach cmployso,
0t tho beginning of cuch pay period. Tho "Rogular® column may be complotsd
ot the boginning of the pay period to reflect the full 80 hours in o pay
status, unless thore is o possibility the smployee will b carried in a
Leavo Without Pay stutus during the poriod. The doily posting will be
nocassury only for those omployees who teks loave, perform night duty,
or who work compensatory time, ovartime, or on o holiday. In this woy,
the Time and Attondance Report will reflect at all times tho status of
the omployce on any duy during the pay period. Inspoctions will be
mads to determine that those rocords are mointained on n daily basis.

6. As the orgmnization grows, 1t bocomes mors and more difficult
to meot the pay roll dendline established by thse Treasury Department,
and requirements cqn be complicd with only if the Time and Attendancs
Report for onch individual is roceived by the Pay Roll Division within
the time limit sot forth in Paragraphs 3 snd 4. A log is maintained
in the Pay Roll Division, showing the hour snd date Time and Attendance
Reports are rcceived from each reoporting unit., Vhenover such reports
are not delivsred within the specifiod time 1t may be necessnry to
stop salary payments to thoe employcos for whom no raports have been
roceived. The oxtreme inportance of observing tho tine limitations
of having Time and Attendance Reports in the Pay Roll Divislon by 4:00 P.Ma
on the Mondny following the close of the fourteen-any roporting poriod ’
must be stressed.

7. Salary checks will be distributed by the Pay Roll Division to
the Payment Clerks of the brunch or office in which cmployess are
assigned. A pay roll list containing the nones of employces, with spnces
designnted for signantures, will accompony sach group of checks. The
signed pay roll lists svidencing recoipt of the choeks by the smployscs
must be returncd to the Pay Roll Division by the closs of business the
sscond workday following delivory of the chocks to the Payment Clerk.
Undclivered checks nccompanied by a remorandur stoting the ronson for
non-dalivery rust bo raturned at tho same tine,

8. Tt is understood that, by virtus of nsoessity, certain cases
nay roguire special handling with raperd %o the delivery of an individual
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pay check. In such instances, the details of the delivery may be worked
out by the crmployeec involved and the Pay Roll Division with the knowledge
and concurrence of the branch or office in which the employee is working.

9. The Payrent Clerk rust sxorcise oxtrems care in the handling
of chocks in order that they nay not becone lost and to insure that
sccurity is not violated.

10. In the event an omployee will be absent from duty on pay day
and is unnble o pick up his chock, ho may, if he desircs, have the
chock moiled to hime A menorandun rust be submitted through appropriate
channels to the Pay Roll Division requosting that the check be mailed,
including mailing instructions to ba followod. Should the employee
desire to have his check forwardsd via othor than ordinory postal
dolivery . (i.c., by sir mail or spocial dolivery), the required postage
should bs forwarded with the nonoranduri. Erployess should discontinue
sonding stampod, solf=addrosscd envelopes sinco chacks are nailed in
Trensury Dopartment onvelopes.

11. To aid in tho oxecution of Tine and Attendonce Reports and to
facilitate your work in conngotion with this function, there are attached
instructions for the "Preparation of Standard Form 1130, Tims and '
Attendance Report". For further information with rsspect to Agency
policics and instructions concerning Timo, ILoave and Pay, refer to
administrative Imstruction Ho. 30-5 datod 22 April 1949.

25X1A

s R. SAUNDERS
Budget Officer
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